
CREATE A FORM USING AN AUTOFORM 


AutoForm 


You can use the 
AutoForm Wizard 
to quickly create 
a form that 
displays the 
information 
from one table 
in your database. 
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Customer ID First Name 

Last Name 

Address City 

State/Province 

Postal Code 

1 Ryan 

Smith 

258 Linton Ave. New York 

NY 

10010 

2 Erin 

Baker 

50 Tree Lane Boston 

MA 

02117 

3 Josh 

Nelson 

68 Cracker Ave. San Francisco 

CA 

94110 

4 Carl 

Davis 

47 Crosby Ave. lasVeaas 

NV 


5 Emily 

Ross 

26 Arnold Cres. Jacksonville 

FL 

32256 

6 Sue 

Grant 

401 Idon Dr. Nashville 

TN 

37243 
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A form presents 
data from a table 
in an attractive, 
easy-to-use 
format. You can 
use a form to 
view, enter and 
change data in 
a table. 
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U Click Forms in the 
Database window. 



1 

EJ Click New to create 
a new form. 

The New Form dialog 
box appears. 



El Click the type of 
AutoForm you want 
to create. 

Note: For information on 
the types ofAutoForms, 
see the top of page 137. 


LI Click to display a list 
of the tables in your database. 

u Click the table that contains 
the information you want to 
display on your form. 

Q Click OK to create your 
form. 
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Tip 

* 


What types of AutoForms can I create? 


Columnar 

Displays one 
record at a time. 



Tabular 

Displays many 
records at a time. 




Datasheet 


PivotTable 


PivotChart 


Displays many records at a 
time and resembles a table 
in the Datasheet view. 


Allows you to summarize 
and analyze data. 


Allows you to display a 
graphical summary of data. 



The form appears. 

In this example, the 
form displays the field 
names from the table 
you selected and the 
data for the first record. 


Note: If you selected PivotTable or 
PivotChart in step 3 , the PivotTable 
or PivotChart initially appears empty 
so you must add the fields you want 
to display For information on using 
the PivotTable or PivotChart, see 
pages 232 and 238. 

Click to save your form. 


1 he Save As dialog 
box appears. 

Q Type a name for your 
form and then press the 

Enter key. 


|J When you finish 
reviewing the form, 
click Q to close the 
form. 
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CREATE A FORM USING THE FORM WIZARD 


You can use the Form 
Wizard to create a 
form that displays 
information from one 
or more tables in your 
database. The wizard 
asks you a series of 
questions and then 
sets up a form based 
on your answers. 


Forms present data from 
tables in an attractive, 
easy-to-use format. You 
can use forms to view, 
enter and change data 
in tables. 



CREATE A FORM USING THE FORM WIZARD 

Rtfbodiko. 
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Database window. 


form by using wizard. 



^ Tribute Electronics :... 


The Form Wizard appears. 

-□ Click in this area to 
select the table that contains 
the fields you want to include 
on your form. 


Q Click the table that 
contains the fields. 
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Which tables in my database can I use 
to create a form? 

You can use any table in your database 
to create a form. When creating a form 
that uses information from more than 
one table, relationships must exist 
between the tables so Access can bring 
together the information in the tables. 
For information on relationships, see 
page 128. 




Create 
Forms w 


In what order will the fields I select appear 
on my form? 

When you select fields in the Form Wizard, 
the order in which you select the fields 
determines the order in which the fields 
will appear on your form. Make sure you 
select the fields in the order you want them 
to appear on your form. 




This area displays the 
fields from the table you 
selected. 

0 Double-click each 
field you want to include 
on your form. 


Note: To add all the fields from 
the table at once, click 


■ Each field you select 
appears in this area. 

“0 To remove a field you 
accidentally selected, 
double-click the field in 
this area. 


Q To include fields from 
other tables in your 
database, repeat steps 3 
to 5 for each table. 

“0 Click Next to continue. 



Note: To remove all the fields 
at once, click 
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CREATE A FORM USING THE FORM WIZARD 


When creating a 
form that uses 
data from more 
than one table, 
you can choose 
the way you 
want to view 
the data on 
the form. 


You can choose 
to view the data 
from each table 
separately or 
together on a 
form. 



CREATE A FORM USING THE FORM WIZARD (CONTINUED) 
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If you selected fields 
from more than one table, 
you can select the way 
you want to view the data 
on your form. 

Note: If this screen does not 
appear, skip to step 12 



El Click the way you 
want to view the data on 
your form. You can view 
the data from each table 
separately or together. 

This area displays the 
way the data will appear 
on your form. 



EQ Click an option to specify 
if you want to create a form 
with a subform or a linked 
form ( changes to ). 
For more information, see 
the top of page 141. 

Note: If you selected to view the data 
from each table together in step 9 , 
these options are not available. 


This area displays the 
way the data will appear. 

— EH Click Next to continue. 
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How can I organize the data from multiple tables 
on a form? 


If you choose to view the data from each table 
separately on a form, the Form Wizard offers two 
ways that you can organize data on the form. 



Form 


Subform 



Form 


Linked 

Form 


Form with subform(s) Linked forms 

The data from each table appears The data from each table appears in separate 

in one window. windows. You can click a button on the form 

to view the data on the linked form. 




B 


Click the layout you 
want to use for your form or 
subform ( changes to ) 
For information on the 
available layouts, see the 
top of page 137. 


Note: The available layout 
options depend on the 
selections you made In steps 
9 and 10 If this screen does 
not appear, skip to step 14. 



This area displays a 
sample of the layout you 
selected. 

H Click Next to continue. 


You can click Back 
at any time to return 
to a previous step and 
change your selections. 
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CREATE A FORM USING THE FORM WIZARD 


You can choose 
the style you 
want your form 
to display. 
Access provides 
several styles, 
such as Blends, 
International 
and Ricepaper. 



You may want to 
use the same style 
for every form in 
your database to 
give the database 
a consistent 
appearance. 



[L Click the style you 
want your form to displa 

This area displays a 
sample of the style you 
selected. 


E 


Click Next to continue. 


[y Type a name for your form. 

EQ If your form includes fields 
from more than one table, you 
can also specify a name for 
your subform or linked form. 

To specify a name, press the 
Tab key and then type a name 
for the subform or linked form. 


Note: If you selected to view 
the data from each table 
together In step 9 , you do 
not need to perform step 17 
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Tip 


How will my new form appear in the 
Database window? 


The name of every form you create will 
appear in the Database window. If you 
created a form with a subform or a linked 
form, the subform or linked form will also 
appear in the Database window. You 
must open the main form to work with 
the contents of both the main form and 
the subform or linked form. 



Tip 

El 


How do I move through the information 
in a subform? 

When you move through the information 
in the main form, the information in the 
subform automatically changes. For 
example, when you display the name 
and address of a customer, Access 
automatically displays the orders for 
the customer in the subform. To move 
through records in a form, see page 145. 





EH] Click this option to open 
the form so you can review 
and enter information in the 
form ( changes to ). 


Click Finish to 
create your form. 




■ In this example, the form 
displays the information for 
one customer on the main 
form and the orders for the 
customer in the subform. 


The form appears. 

Note: The appearance of your 
form depends on the options you 
selected while creating the form. 


When you finish reviewing 
the form, click to close 
the form. 

^*1 
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OPEN A FORM 


You can open a 
form to display its 
contents on your 
screen. Opening 
a form allows you 
to review and 
make changes 
to the form. 



OPEN A FORM 
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D Click Forms in the 
Database window. 


This area displays a 
list of the forms in your 
database. 

0 Double-click the form 
you want to open. 


The form opens. You 
can now review and make 
changes to the form. 

■ When you finish working 
with the form, click to 
close the form. 


Note: A dialog box will appear 
if you did not save changes you 
made to the design of the form. 
Click Yes or No to specify if 
you want to save the changes. 
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MOVE THROUGH RECORDS 



You can move 
through the 
records in a form 
to review and 
edit information. 



MOVE THROUGH RECORDS 
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This area displays 
the number of the 
current record and the 
total number of records. 


To move to another 
record, click one of the 
following buttons: 

QE First record 
UJ Previous record 
CD Next record 
SD Last record 




Tribute Electronics :... I Customers 


MOVE TO A SPECIFIC RECORD 

To quickly move to a 
specific record, drag the 
mouse over the number 
of the current record. The 
number is highlighted. 


i 


Type the number of 
the record you want to 
move to and then press 
the Enter key. 
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You can edit 
the data 
displayed 
on a form 
to correct a 
mistake or 
update data. 




EDIT I 


Access automatically 
saves the changes 
you make to the data 
displayed on a form. 

When you change 
data on a form, 
Access will also 
change the data in 
the table you used 
to create the form. 



INSERT DATA _ 

D Click the location in the cell 
where you want to insert data. 

A flashing insertion point 
appears in the cell, indicating 
where the data you type will 
appear. 


Note: You can press the 
*- or-* keytomove 
the insertion point. 

0 Type the data 
you want to insert. 


DELETE DATA _ 

D To delete data, 
drag the mouse 
over the data until 
you highlight the data 
you want to delete. 


0 Press the Delete key 
to delete the highlighted 
data. 

Note: To delete a single 
character, position the insertion 
point to the right of the character 
you want to delete and then 
press the * Backspace key. 
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• Why does the existing data disappear when 

I type new data? 

When OVR appears at the bottom right 
corner of your screen, the Overtype feature 
is on. When this feature is on, the data you 
type will replace the existing data. To turn off 
the Overtype feature, press the insert key. 



Tip 

5 


Why can't I edit the data in a cell? 

You may be trying to edit data in a field 
that has the AutoNumber data type. A 
field that has the AutoNumber data type 
automatically numbers each record for you 
to uniquely identify each record. For more 
information on data types, see page 82. 
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REPLACE ALL DATA IN A CELL 

D To replace all the data 
in a cell with new data, 
drag the mouse over the 
data until you highlight all 
the data in the cell. 


Note: In some forms, you 
can click the name of the 
field to quickly highlight 
all the data in a cell. 


-□ Type the new data. 

The data you type 
replaces the data in 
the cell. 


UNDO CHANGES _ 

j] Click to immediately 
undo your most recent 
change. 

Note: If you move to another cell 
and then click , Access will 
undo all the changes you made 
to the entire record. _ 
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ADD A RECORD 


You can add a new 
record to a form 
to insert additional 
information into 
your database. For 
example, you can 
add information 
about a new 
customer. 




Access automatically 
saves each new 
record you add 
to a form. 

When you add a 
record to a form, 
Access also adds 
the record to the 
table you used to 
create the form. 


ADD A RECORD 
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0 Click the first empty 
field in the form. 

^0 Type the data that 
corresponds to the 
field and then press 
the Tab key to move 
to the next field. 


■ In this example, the 
ID field automatically 
adds a number for the 
new record. 

Q Repeat step 3 until 
you finish entering all 
the data for the record. 
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[DELETE A RECORD 
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You can delete a 
record displayed in a 
form to permanently 
remove information 
you no longer need. 
For example, you 
may want to remove 
information about 
a customer who no 
longer orders your 
products. 



When you delete a 
record displayed in 
a form, Access also 
removes the record 
from the table you 
used to create the 
form. 

Deleting records 
saves storage space 
on your computer 
and keeps your 
database from 
becoming cluttered 
with unnecessary 
information. 



D Display the record 
you want to delete. 


E3 Click 

record. 


to delete the 



The record disappears 
from the form. 


El 


Click Yes to permanently 
delete the record. 


Note: For information on 
moving through records in 
a form, see page 145. 


■ A warning dialog box 
appears. 


























































